SC DEPARTMENT OF CORRECTIONS

-JOB POSTING NOTICE (EOE)-
OPENI NG DATE: 06/ 08/ 16 CLCSI NG DATE: 06/ 15/16 (4:30 PM
SCDC | NTERNAL TI TLE: HUMAN RESOURCE SPEC | SCDC POSI TI ON #: 010398

HOURS/ VEEKLY: 037.50 SHI FT SCHEDULE: 02 WORK TI ME: 0830 AM - 0430 PM
LOCATI ON:  PAYROLL & LEAVE, COLUMBI A ( RI CHLAND)

STATE JOB TI TLE: HUMAN RESOURCE SPECI ALI ST STATE JOB CLASS: AGD5

PAY BAND/ LEVEL: 04 D

BAND: 04 SALARY RANGE $ 026988 - $ 049932 SPECI AL | NCENTI VE: NO
H RI NG SALARY RANGE: $ 029408 - $ 031759 SCEIS POSITION #: 61016678

M NI MUM AND ADDI TI ONAL REQUI REMENTS:

A HI GH SCHOCL DI PLOVA AND CLERI CAL OR ADM NI STRATI VE EXPERI ENCE.

A BACHELOR S DEGREE MAY BE SUBSTI TUTED FOR THE REQUI RED WORK
EXPERI ENCE.

(OR AN ACCEPTABLE EQUI VALENCY AS APPROVED BY THE DI VI SI ON OF STATE
HUMAN RESOURCES). SI X (6) MONTHS EXPERI ENCE | N HUMAN RESOURCE
MANAGEMENT PROGRANS.

DESCRI PTI ON OF DUTI ES:

RECEI VES, AUDI TS AND KEYS TERM NATI ONS ON AN AVERAGE OF 60+ A MONTH
I NTO BOTH SCDC LEGACY SYSTEM AND SOUTH CAROLI NA ENTERPRI SE SYSTEM
(SCEI'S). SCREENS PACKETS AND PROCESS AN AVERAGE OF 100 NEW HI RES
PER MONTH | N SCDC LEGACY AND SOUTH CARCLI NA ENTERPRI SE SYSTEM TO

| NCLUDE CREATI NG NEW HI RE FI LES. ASSI STS AND COORDI NATES W TH

I NSTI TUTI ONAL HUMAN RESOURCE MANAGERS/ DI VI SI ONAL LI Al SONS TO RESOLVE
PROBLEMS AS THEY RELATE TO UNDER/ OVERPAYMENTS. SERVES AS A LI Al SON
BETWEEN SCDC AND THE SC COVMPTROLLER GENERAL'S OFFI CE AND THE SC STATE
TREASURER S OFFI CE.

COMVENTS:

MJUST SUBM T RESUME WHEN APPLYI NG FOR THI S PGsI TI ON
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